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Cardinal
Cardinal Flowcharting Standards

Entity 

Name

Operation 

Outside 

Cardinal

Represents a process or step that is performed manually or 

outside of Cardinal. 

Represents the possible outcomes of a decision or analysis 

that took place in a step immediately preceding. 

Represents a batch process within the PeopleSoft system. 

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information.

Step 

Description

Batch 

Process

Represents a process step that is performed within the 

PeopleSoft system. 

Decision 

Outcome

End

Indicates point at which the process begins. Does 

not represent any activity.

Inter Process Connector. Used to connect steps 

between business processes.   Connectors are 

labeled with UPPER CASE letters.

Indicates point at which the process ends. Does 

not represent any activity.

Represents a document of any kind, either 

electronic or hard copy

X

On-Page Connector. Used to avoid complex 

overlapping connector lines or to continue a 

process on a subsequent page.  Connectors are 

labeled with UPPER CASE letters.

Start

Document

E
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Cardinal

Cardinal Time and Attendance Business Process Flow

TA 6

Payroll 

Integration and 

Cost Allocation

TA 5

Absence 

Management 

Processing

TA 4

Administer Time 

Attendance and 

Validation

TA 3

Time and 

Attendance 

Capture

PMIS

TA 2

Maintain Time 

and Attendance 

Rules CIPPS

Project 

Accounting

CIPPS

General 

Ledger

TA 1 

Employee 

Setup
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Cardinal
Absence Management Processing

5.1

Process Absence 

Entitlements

5.2

Process Absence 

Takes

5.3

Adjust and 

Override 

Entitlements

Start End
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Cardinal
TA 5 Absence Management Processing – 5.1 Process Absence Entitlements

End of semi-

monthly pay?

End of Fiscal 

Year?

Yes

5.1.2

Calculate 

Semi-Monthly 

Absence 

Entitlements

5.1.4 

Calculate 

Annual 

Absence 

Entitlements

5.1.3

Report Leave 

Entitlement 

Balances

End of Leave 

Year?
No No No

Yes

GL Actual Year 

End Close

GL 6.2

Vacation and Traditional Sick 

Leave entitlements are calculated 

via the Absence Process 

(GPPDPRW) each semi-monthly 

pay period.

Annual entitlements for VSDP 

leave,  Vacation and Traditional 

Sick Leave carryovers, and 

forfeiture of excess Vacation 

balances are calculated via 

Absence Processing (GPPDPRW) 

each annual leave year.

Yes

Entitlement Balances are reported 

from Cardinal at the end of the 

fiscal year to support manual 

preparation of the Leave Liability 

Report.

Frequency 

based absence 

type?

Yes

No

A

B

The Calendar Group indicates 

which entitlement is being 

processed and the time period for 

which it is being processed.   The 

Calendar Group links to a global 

payroll paygroup, which in turn 

identifies the employees being 

processed when the Absence 

Process (GPPDPRW) is run with 

the Identify checkbox checked.

5.1.1

Identify Absence 

Entitlement 

Calendar Group 

Start
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Cardinal
TA 5 Absence Management Processing – 5.1 Process Absence Entitlements

No

Yes

After absence entitlement processing is 

complete for a calendar group, the 

calendar group must be finalized by 

rerunning  GPPDPRW with the Finalize 

checkbox checked to prevent further 

processing for that calendar group.  

Errors?B Yes

B

5.1.5

Review 

Entitlement 

Calculation 

Results

5.1.6

Recalculate 

Absence 

Entitlements

Absence entitlements are recalculated 

by running  GPPDPRW with the 

Recalculate checkbox checked.  

Recalculating picks up any changes to 

employees that occurred in the system 

after the original calculate absence 

entitlement process ran (e.g. new hire, 

change in eligible days).

Entitlement calculation results are 

reviewed in Cardinal to ensure 

that the there are no errors and 

the the entitlement calculations 

are correct.

E

A

Adjustments?

5.1.7

Finalize 

Absence 

Entitlements

No



6 of 7

Cardinal
TA 5 Absence Management Processing – 5.2 Process Absence Takes

No

Yes

No

Yes

Payroll 

Integration & 

Cost Allocation

TA 6.1

A

C

5.2.2

Calculate 

Absence 

Takes

5.2.5

Finalize 

Absence 

Takes 

Adjustments?

Errors?

After absence take processing is 

complete for a calendar group, the 

calendar group must be finalized by 

rerunning  GPPDPRW with the Finalize 

checkbox checked to prevent further 

processing for that calendar group.  

This must occur before absences can 

be converted to Payable Time during 

payroll processing.

5.2.1

Identify Absence 

Take Calendar 

Group

5.2.3

Review Absence 

Take Calculation 

Results

5.2.4

Recalculate 

Absence 

Takes

The Calendar Group indicates which absence 

take is being processed and the time period for 

which it is being processed.   The Calendar 

Group links to a global payroll paygroup, which 

in turn identifies the employees being processed 

when Absence Processing (GPPDPRW) is run 

with the Identify checkbox checked.

Absence take calculation results 

are reviewed in Cardinal to ensure 

that the there are no errors and 

the the take calculations are 

correct.

Absence takes are recalculated by 

running the Absence Process 

GPPDPRW after the initial calculation 

with the Calculate or Recalculate 

checkbox checked.  Recalculating 

picks up any changes to employees 

that occurred in the system after the 

original calculate absence takes 

process ran (e.g. absence request 

cancellation, additional absence 

request).

D



7 of 7

Cardinal
TA 5 Absence Management Processing – 5.3 Adjust and Override Entitlementss

No

Yes

Yes

No

End

Employees and their supervisors will need 

to be notified of the absence entitlement 

balance adjustment outside of Cardinal (e.g. 

email from Payroll).

Overrides are an exception to a default 

leave rule at the employee level.  Overrides 

are used when an absence entitlement for 

an employee will be adjusted every time 

entitlement is accrued.  An example is an 

employee who is hired in with 20 extra 

vacation hours annually; an override will be 

created for this employee so that the 

employee accrues the regular vacation 

entitlement every pay period plus the 20 

extra vacation hours distributed evenly over 

24 pay periods.

C

5.3.3

Notify Employee / 

Supervisor

Recalculation 

needed?

5.3.2

Create Override to 

Entitlement

One-time 

Adjustment?

 Adjustments are generally 

one time corrections to 

absence entitlement 

balances. An example would 

be an employee who 

receives permission to roll 

over more vacation balance 

from one leave year to the 

next than is normally allowed.

5.3.1

Adjust Entitlement 

Balance

Absence 

Entitlement?
D

E

No

Yes


	TA_5_Absence Management Processing.vsd
	Flowcharting Standards
	Time and Attendance Flow
	Absence Management Processing
	5.1 Process Absence Entitlements 1
	5.1 Process Absence Entitlements 2
	5.2 Process Absence Takes
	5.3 Adjust and Override Entitlements


